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LAW ENFORCEMENT CODE OF ETHICS

As a Law Enforcement Officer, my fundamental duty is to serve mankind; to safeguard
lives and property; to protect the innocent against deception, the weak against oppression
or intimidation, and the peaceful against violence or disorder; and to respect the
Constitutional rights of all men to liberty, equality and justice.

| will keep my private life unsullied as an example to all; maintain courageous calm in the
face of danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the
welfare of others. Honest in thought and deed in both my personal and official life, | will
be exemplary in obeying the laws of the land and the regulations of my agency. Whatever
| see or hear of a confidential nature or that is confided to me in my official capacity will
be kept ever secret unless revelation is necessary in the performance of my duty.

| will never act officiously or permit personal feelings, prejudices, animosities, or
friendships to influence my decisions. With no compromise for crime and with relentless
prosecution of criminals, | will enforce the law courteously and appropriately without fear
or favor, malice or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public
trust to be held so long as | am true to the ethics of the police service. | will constantly
strive to achieve these objectives and ideals, dedicating myself before God to my chosen
profession...law enforcement.
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SHERIFF'S PREFACE

The Snohomish County Sheriff's Office is proud to be directly connected to the citizens of our
county. “ is our motto and these policies guide our success by employing best practices in the law
enforcement community nationwide. A veteran patrol sergeant once told my patrol crew during a
roll call that if you can keep one thing in perspective while trying to do this job, try and remember
to, “do the right thing, at the right time, for the right reasons!” These words have guided me well
over my career and | hope you will also take them to heart. If | could add any one phrase to this it
would be to treat others as you would want to be treated in any given situation. There is a place
for both accountability and compassion in law enforcement and corrections. We must do both.

Your job, your future, and in many instances your family's future and security depends upon your
awareness and compliance with these policies, rules, and procedures. The policies are designed
to provide you with guidance in fulfilling your responsibilities on a daily basis. The rules and
procedures are designed to provide consistency in how all of us perform specific responsibilities.

We are proud of our history and professional service. Our values, Integrity, Dignity, Commitment
and Pride are the values that govern our profession. These policies provide us with guidance.
Your conduct is not only a reflection of you, it's a reflection of our agency.

Sheriff Adam Fortney
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MISSION STATEMENT, VISION AND VALUES
MISSION STATEMENT:

Our Mission is to provide safe communities through dedicated and professional
services.

VISION STATEMENT:

It is our promise that Snohomish County will have a Sheriff's Office that is community-
minded, progressive and professional.

STATEMENT OF VALUES:

A) INTEGRITY: We adopt an uncompromising approach to the highest ethical
standards, being honest, truthful, and worthy of trust.

B) COMMITMENT: We are dedicated to the Office's Mission, to the development and
support of employees and to the highest standards of professional conduct.

C) DIGNITY: We believe in the importance of treating others with respect and in
conducting ourselves in a manner which inspires respect.

D) PRIDE: We believe in who we are, what we do, and working hard to do the job right.

MOTTO:
Community First, Public Safety Always
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Law Enforcement Authority

100.1 PURPOSE AND SCOPE
The purpose of this policy is to affirm the authority of the members of the Snohomish County
Sheriff's Office to perform their functions based on established legal authority.

100.2 PEACE OFFICER POWERS

Sworn members of this Office shall be considered peace officers as defined by RCW
9A.04.110(13) and RCW 9A.04.110(15). The authority of any such peace officer to make an arrest
without a warrant is enumerated in RCW 10.31.100, and includes:

(a) When the peace officer has probable cause to believe that a person has committed or
is committing a felony shall have the authority to arrest the person without a warrant.

(b) A peace officer may arrest a person without a warrant for committing a misdemeanor or
gross misdemeanor only when the offense is committed in the presence of an officer,
except as provided in RCW 10.31.100, subsections (1) through (11).

Sworn members of this office have the authority to take a person into custody once it has been
confirmed there is a valid warrant for that persons arrest.

Based on the totality of the circumstances it may be necessary and reasonable to detain a person
prior to warrant confirmation.

100.3 CONSTITUTIONAL REQUIREMENTS
All employees shall observe and comply with every person’s clearly established rights under the
United States and Washington Constitutions.

100.4 POLICY
It is the policy of the Snohomish County Sheriff's Office to limit its members to only exercise the
authority granted to them by law.

While this office recognizes the power of peace officers to make arrests and take other
enforcement action, deputies are encouraged to use sound discretion in the enforcement of the
law. This office does not tolerate abuse of law enforcement authority.
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Law Enforcement Certification

102.1 PURPOSE AND SCOPE

The Criminal Justice Training Commission (CJTC) has determined that all sworn deputies
employed within the State of Washington shall receive certification by CJTC within prescribed
time periods as setin RCW 43.101.095(1) and 43.101.200(1). All full-time, sworn members, shall
complete a basic law enforcement academy prior to assuming uniformed law enforcement duties
and they shall begin attending the academy within six months of their hire date.Corrections
personnel employed on or after January 1, 1982 shall meet training requirements set by the
commission as defined in RCW 43.101.220.
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Oath of Office

104.1 PURPOSE AND SCOPE

The Office of Snohomish County Sheriff is established pursuant to the Constitution and laws of
the State of Washington and the Charter of Snohomish County. All authority granted to the Sheriff
and his deputies shall be in accordance with:

(@) the Constitution and laws of the United States;
(b) the Constitution and laws of the State of Washington; and
(c) the Snohomish County Charter and Code.

104.2 JURISDICTION
Commissioned employees shall be empowered to carry out the duties and responsibilities of
their Office within the geographical boundaries of Snohomish County and/or in accordance with
Washington State law.

104.2.1 MUTUAL AID AGREEMENTS

All commissioned personnel are empowered to exercise authority as set forth in any mutual aid
agreements established by the Office as consistent with the Peace Officer Powers Act of 1985
(RCW 10.96.070) as now written or hereafter amended.

104.3 AUTHORITY UNDER PEACE OFFICER POWERS ACT

As a general authority law enforcement agency, the Snohomish County Sheriff's Office is legally
authorized to commission deputies to enforce county ordinances and state law. In addition, the
Peace Officers Act of 1985 extends the authority of fully commissioned personnel to enforce state
law throughout State of Washington under specific conditions. It should be noted that nothing in
the act requires action by a commissioned police officer.

The following restrictions and requirements established the conditions under which Snohomish
County Sheriff's deputies may exercise authority described in the Peace Officer Powers Act of
1985 (RCW 10.93.070) as now written or hereafter amended.

104.3.1 CONDITIONS OF EXTRA JURISDICTIONAL AUTHORITY

(@ Snohomish County Sheriff's deputy may exercise law enforcement and peace officer
authority including the enforcement of the traffic and criminal laws of the State outside
the jurisdiction of Snohomish County:

(b)  When responding to an emergency involving immediate threat to human life or threat
of serious injury or serious threat to property.

(c) When in response to the request of a peace officer with enforcement authority.

(d)  When upon approval of the Snohomish County Sheriff and prior consent of the sheriff
or police chief who has primary jurisdiction.
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Oath of Office

(e) When at the direction of the Sheriff or his designee in response to a request under
a Mutual Aid Agreement.

(H  When engaged in transport of a prisoner.

() When in fresh pursuit, as defined in RCW 10.93.120 as now written or hereafter
amended.

(h)  When executing a warrant.

(i)  The circumstances surrounding the exercise of extra-jurisdictional authority shall be
reported to the authority having primary jurisdiction and the employee's supervisor as
soon as possible.

(i)  An exception to the reporting requirement shall be granted in situations where prior
agreements exist; e.g., Task Force, etc.

(k)  All privileges and immunities from liabilities, exemption from laws, ordinances and
rules, all pension relief, disability coverage workers compensation insurance and other
benefits which apply to the activity of Snohomish County Sheriff's deputies operating
within Snohomish County will apply while performing authorized functions.

104.4 SUPERVISION OF PERSONNEL

Deputies exercising authority under the above conditions outside of the jurisdiction of Snohomish
County will be subject to the supervisory control and direction of the Snohomish County Sheriff's
Office except when such supervision may be temporarily delegated to another agency or entity;
e.g., a task force or special joint operation.

104.5 POLICY

It is the policy of the Snohomish County Sheriff's Office that, when appropriate, office members
affirm the oath of their office as an expression of commitment to the constitutional rights of those
served by the Office and the dedication of its members to their duties.

104.6 OATH OF OFFICE
All office members, when appropriate, shall take and subscribe to the oaths or affirmations
applicable to their positions (RCW 43.101.021).

If a member is opposed to taking an oath, he/she shall be permitted to substitute the word “affirm”
for the word “swear,” and the words "so help me God" may be omitted.

104.8 MAINTENANCE OF RECORDS
The oath of office shall be filed in accordance with the established records retention schedule and
any applicable state and/or local law.
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Policy

Manual

106.1 PURPOSE AND SCOPE

PURPOSE:
(@)

(b)

(©)

(d)

(e)

SCOPE:
(@)

The manual of the Snohomish County Sheriff's Office is hereby established and shall
be referred to as "The Policy Manual." The Policy Manual is a statement of the current
policies, procedures, rules, and guidelines of this office. All employees are to conform
to the provisions of this manual. All prior and existing manuals, orders, and regulations
which are in conflict with this manual are revoked, except to the extent that portions of
existing manuals, orders, and other regulations which have not been included herein
shall remain in effect where they do not conflict with the provisions of this manual. It
is comprised of Office policy and those procedures which affect two or more Divisions
of the Office.

Except where otherwise expressly stated, the provisions of this Manual shall be
considered as guidelines. It is recognized, however, that law enforcement work is not
always predictable and circumstances may arise which warrant departure from these
guidelines. Itis the intent of this manual to be viewed from an objective standard, taking
into consideration the sound discretion entrusted to members of this office under the
circumstances reasonably available at the time of any incident.

Policies and procedures in this manual are intentionally written in either positive or
negative language to achieve consistency in specific cases. Situations that arise
wherein guidelines have not been established will require judgments predicated
upon the circumstances and commensurate with authority and responsibility. The
profession of policing or corrections is dynamic in nature. Due consideration is given
to the office staff member when exercising independent judgment in his handling of
unique situations and circumstances. Therefore, omissions are not to be construed as
either permissive or prohibitive.

Titles in the Manual shall not govern, limit, modify, or affect the scope, meaning, or
intent of any Volume, Chapter, Section, or Subsection of the Manual.

Office employees shall also be governed by all applicable federal, state, and county
laws and ordinances when conducting their duties and when acting under color of
authority of their office.

This manual is an official publication of the Snohomish County Sheriff's Office. It is
issued with the authority of the Sheriff and contains the policies and procedures of the
Office. This manual is titled "Manual of Policy and Procedures," hereinafter referred
to as the "Office Manual.”
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(b)

(€)

(d)

The Office Manual is established to assist and direct all Sheriff's Office personnel
in carrying out their duties and responsibilities. Violations of any of these policies or
procedures may be grounds for disciplinary action.

The Office Manual is prepared and distributed by the Planning and Research Unit.
The Office Manual shall be kept in electronic form. The Planning and Research Unit
shall keep all signed paper originals of all changes, approved by the Sheriff, to the
Office Manual.

The Office Manual does not restrict or affect the existence of individual Standard
Operating Procedures, Division or Unit Manuals, with the exception that Standard
Operating Procedures, Division and Unit Manuals shall not be in conflict with the
Office Manual. To avoid conflict with existing policy and procedure, the development
of any Standard Operating Procedure, Division or Unit Manual will be coordinated with
the Planning and Research Unit who will then retain the signed original approved by
the Sheriff of all Standard Operating Procedures, Division and Unit Manuals. If any
conflict is found to exist, the Manual of Policies and Procedures shall supersede any
other Standard Operating Procedure, Division or Unit Manual. As with the Manual of
Policies and Procedures, Standard Operating Procedures, Division and Unit Manuals
are issued with the authority of the Sheriff.

106.2 RESPONSIBILITIES
The ultimate responsibility for the contents of the manual rests with the Sheriff. Since it is not
practical for the Sheriff to prepare and maintain the manual, the following delegations have been

made:

106.2.1 SHERIFF

The Sheriff shall be considered the ultimate authority for the provisions of this manual and shall
continue to issue General Orders which shall modify those provisions of the manual to which
they pertain. General Orders shall remain in effect until such time as they may be permanently
incorporated into the manual.

106.2.2 STAFF
Staff shall consist of the following:

Sheriff
Undersheriff

The Bureau Chief from each bureau

The staff shall review all recommendations regarding proposed changes to the manual at staff

meetings.
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106.2.3 OTHER PERSONNEL

All office employees suggesting revision of the contents of the Policy Manual shall forward their
suggestion, in writing, to their Bureau Chief, via their chain of command, who will consider the
recommendation and forward to staff.

106.3 GRAMMATICAL CONSTRUCTION OF THE MANUAL.:
The content of the Manual shall be interpreted in accordance with the grammatical rules and
definitions outlined as follows:

. The present tense shall also include the past and future.

. The masculine gender, if used, shall also include the feminine.

. The singular also includes the plural.

. "Shall" or "will" is mandatory, "may" is permissive.

. References to "employees," "members," and "personnel” include all personnel of this

Office, both sworn and non-sworn.

. Office shall mean the Snohomish County Sheriff's Office.

. Commissioned Employee(s) -- A person fully commissioned in the Snohomish County
Sheriff's Office.
. On Duty -- Any person in the service of the Sheriff's Office during hours and days

assigned to him for active duty and until relieved from duty; or any member while
recognizable to the public as a deputy sheriff.

. Off Duty -- Any person in the service of the Sheriff's Office, not in uniform, during the
hours and days not assigned as "on duty."

106.3.1 ACCEPTABLE ABBREVIATIONS
The following abbreviations are acceptable substitutions in the manual:

. General Orders may be abbreviated as "GO" .

. Policy Manual sections may be abbreviated as "Section 106.X" or "8 106.X".

106.3.2 DEFINITIONS
The following words and terms shall have these assigned meanings, unless it is apparent from
the content that they have a different meaning:

Adult - Shall mean any person 18 years of age or older.
County - Shall mean the County of Snohomish.
Civilian - Employees and volunteers who are not commissioned or sworn peace officers.

CJTC - Shall refer to the Criminal Justice Training Commission.

Copyright Lexipol, LLC 2021/01/11, All Rights Reserved. Policy Manual - 17
Published with permission by Snohomish County Sheriff's
Office



Snohomish County Sheriff's Office

SCSO Law Enforcement Policy Manual

Policy Manual

Correctional Personnel - shall mean any employee or volunteer who by state, county, municipal,
or combination thereof, statute has the responsibility for the confinement, care, management,
training, treatment, education, supervision, or counseling of those individuals whose civil rights
have been limited in some way by legal sanction (RCW 43.101.010).

Department /SCSO - Shall mean the Snohomish County Sheriff's Office.

Deputy - Applies to those employees, regardless of rank, who are commissioned law enforcement
employees of the Office.

DOL - Shall mean the Department of Licensing.
Employee/Personnel - Shall apply to any person employed by the Office.
Juvenile - Shall mean any person under the age of 18 years.

Law Enforcement personnel - Shall mean any public employee or volunteer having as a primary
function the enforcement of criminal laws in general or any employee or volunteer of, or any
individual commissioned by, any municipal, county, state, or combination thereof, agency having
as its primary function the enforcement of criminal laws in general as distinguished from an
agency possessing peace officer powers, the primary function of which is the implementation of
specialized subject matter areas (RCW 43.101.010).

Manual - Shall refer to the Snohomish County Sheriff's Office Policy Manual.
May - Indicates a permissive, discretionary or conditional action.
Member - Any person employed or appointed by the Sheriff's Office including:
. Full- and part-time employees
. Sworn peace officers
. Reserve, auxiliary Deputies
. Civilian employees
. Volunteers
. Marshals

Off Duty - Not in service, Employee status not engaged in the performance of his/her assigned
or law enforcement duties.

On-Duty - Employee status during the period when he/she is actually engaged in the performance
of his/her assigned duties.

Order - An instruction either written or verbal issued by a superior.
Rank - Shall mean the title of the classification held by a deputy.

RCW - Shall mean the Revised Code of Washington.

Shall (or will) - Indicates a mandatory action.
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Should (or may) - Indicates a permissive or discretionary action.
WAC - Shall refer to the Washington Administrative Code.
WSP - Shall refer to the Washington State Patrol.

106.3.3 DISTRIBUTION OF MANUAL

A computerized version of the Policy Manual will be made available for access by all employees.
The computerized version will be limited to viewing and printing of specific sections. No changes
shall be made to the electronic version without authorization from Staff. Printed copies can be
provided to employee unions and management teams upon request.

106.4 POLICY MANUAL ACCEPTANCE
It shall be the responsibility of every employee to read this manual and have a working knowledge
of all policies, procedures, and regulations contained in the manual.

. In places this manual refers employees to the U.S. Constitution and federal law, the
Washington State Constitution and state law, as well as Snohomish County Charter
and Code are applicable.

. It is recognized that new legislation and case law affects Sheriff's Office procedures
regarding detention, arrest and search & seizure. Sheriff's Office personnel shall
receive periodic training and legal updates regarding new criminal legislation or case
law.

. It is also the responsibility of each individual Deputy to ensure that they stay abreast
of current case law and new legislation whether published by this office or any other
official government agency.

Each member is required to sign a Statement of Receipt acknowledging that they have received
a copy of the Policy Manual and understand they are responsible to read and become familiar
with its contents.

Employees of the Office shall be subject to disciplinary action in accordance with the provisions
of this manual and for violations of the rules and regulations set forth herein.

106.4.1 REVISIONS TO POLICIES

All employees are responsible for keeping abreast of all Policy Manual revisions.

OFFICE POLICY CHANGES:

(@) In order that the Manual be as efficient and up-to-date as possible, it is the
responsibility of all Office employees to report changes in existing policy and
procedures to the Planning and Research Unit.
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(b)  Suggestions for additions and revisions shall be submitted in writing via the chain of
command to the Office of the Undersheriff.

(c) The Undersheriff may then assign suggested additions and revisions to various staff
members for development into policy. The Planning and Research Unit shall assist in
developing the policy into a Manual revision.

(d) Manual revisions in draft form shall be routed from the Planning and Research Unit to
the Sheriff via the chain of command, allowing input from affected divisions. The final
edited Manual revision shall then be provided to the Sheriff for approval.

(e) The Planning and Research Unit shall update the electronic Manual, residing on the
County Computer Network, once the Sheriff approves Manual Revisions.

(f)  Unless otherwise directed by the Sheriff, Manual revisions shall be effective within
15 days of the date the revision is approved by the Sheriff. The following bargaining
units shall be provided a copy of the new policy prior to the effective date as
specified in the current labor agreement. Deputy Sheriff's Association, Sheriff's
Office Management Team, Corrections Guild Public, Professional and Office-Clerical
Employees and Drivers- Local Union #763 Representing: Law Enforcement, Support
Services Personnel, Department of Corrections Captain and Sergeants, Corrections
Support Services, and Corrections Support Supervisors.
Policy and procedure revisions or additions to the Office Manual are promulgated in the form of
Manual revisions. These Manual revisions become an integral part of the Office Manual and will
be incorporated into it. Manual revisions are written, processed, published, and distributed by the
Planning and Research Unit and shall be valid until notification of cancellation. Manual revisions
will include instructions outlining the inclusion of the information into the Office Manual.

Upon notification from a Unit Commander or higher level management that a Manual revision is
required, the Planning and Research Unit shall research the subject, assign a General Order
Number and Section or Subsection number, and prepare the proposed written format for the
revision, which may be based upon a draft or outline from the requester. If the procedure is
complex and/or involves Units other than the requesting Unit, the Planning and Research Unit
shall informally route the proposal to these Units for sample text, review, and comments to
ensure accuracy, appropriateness and procedural facilitation. A second informal routing shall be
conducted if substantive changes were requested during the first informal routing. If the proposal
meets their approval, it will then be forwarded to the command staff for review. If approved by
the command staff, it will be returned to the Planning and Research Unit who will make noted
changes. It will then be forwarded to the Sheriff for his/her signature.

Each unit commander/manager will ensure that employees under his/her command are made
aware of any Policy Manual revisions in a timely manner.

MANUAL REVISIONS and DISTRIBUTION:
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(@)

(b)

Notification of revision to the manual will be distributed through electronic voting
originated in an 'all-hands' or similar distribution email. Office members receiving the
email shall respond to the notification within the prescribed time period. Copies of
manual revisions will be forwarded as required by labor contracts.

Office staff members will be responsible for updating the appropriate changes to their
personal copy of the Manual of Policies and Procedures.

106.5 MANUAL ISSUE AND SECURITY

ISSUE:
(@)

(b)

Every employee shall be aware that the official electronic Office Manual resides on the
County Computer Network. Every new employee shall be required to read the Office
Manual within thirty days of start of employment.

New employees that will be attending a training academy will be issued an current
electronic copy of the Office Manual. Academy recruits will familiarize themselves
with the manual during the course of their training. At the completion of the training
academy, the employee will be expected to demonstrate understanding and a working
knowledge of the manual.

106.6 OTHER WRITTEN DIRECTIVES

The Office Manual is the central repository of policies and procedures for the SnohomishCounty
Sheriff's Office. However, there are other components as well which fill special functions. Each
of these directives is issued with the authority of the Sheriff or a designee. Office personnel are
expected to comply with all applicable policies, procedures, rules, regulations or orders contained
therein. These are:

GENERAL ORDERS: General Orders are directives which apply throughout the Office
and which represent a change or addition to the policies and procedures Manual that
will be incorporated into the Manual when it is revised (for example, change in policy
on uniforms).

SPECIAL ORDERS: Special Orders are directives which are in effect only for a limited
time or only in the context of a special situation or occurrence (for example, change
in shifts for coverage of a winter storm emergency).

PERSONNEL ORDERS: Personnel Orders are directives which apply only to the
individual or group within the Office (for example, transfer of individual to a new
assignment).

TRAINING BULLETINS: Training Bulletins are periodically issued to personnel as
a means of updating personnel on legal changes or technical information and as a
means of supplementing or reinforcing the office's training efforts (for example, legal
change in law on domestic violence or new information on CAPSTUN usage).
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. SPECIAL UNIT MANUALS: These are sets of directives which are applicable only to
a particular unit or function (for example, procedures for Search and Rescue, ERT,
or K-9).

. STANDARD OPERATING PROCEDURE -- "SOP:" Procedure which is task or
function specific and may be applicable to particular personnel.

106.7 ISSUING THE POLICY MANUAL

An electronic version of the Policy Manual will be made available to all members on the county
network for viewing and printing. No changes shall be made to the manual without authorization
from the Sheriff or the authorized designee.

Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Policy Manual and General Orders. Members shall seek clarification as
needed from an appropriate supervisor for any provisions that they do not fully understand.

106.8 PERIODIC REVIEW OF THE POLICY MANUAL
The Sheriff will ensure that the Policy Manual is periodically reviewed and updated as necessary.

106.9 REVISIONS TO POLICIES
All revisions to the Policy Manual will be provided to each member before the date the

policy becomes effective as per the current labor agreement. Each member will be required
to acknowledge that he/she has reviewed the revisions and shall seek clarification from an
appropriate supervisor as needed.

Members are responsible for keeping abreast of all Policy Manual revisions after being notified
of the update.

Each Bureau Chief will ensure that members under his/her command are aware of any Policy
Manual revision.

All office members suggesting revision of the contents of the Policy Manual shall forward their
written suggestions to their supervisor, who will consider the recommendations and forward them
through the chain of command to the command staff as appropriate.
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200.1 PURPOSE AND SCOPE

The organizational structure of this office is designed to create an efficient means to accomplish
our mission and goals and to provide for the best possible service to the public. The purpose of the
Snohomish County Sheriff's Office is the protection of life and property through the enforcement
of State and County laws and ordinances, as well as the confinement of those individuals that
violate the same.

200.2 BUREAUS
The Sheriff is responsible for administering and managing the Snohomish County Sheriff's Office.
There are four bureaus in the Sheriff's Office as follows:

o Administrative Services Bureau
. Operations Bureau
o Staff Services Bureau

. Corrections Bureau

200.2.1 ADMINISTRATIVE SERVICES BUREAU

The Administrative Services Bureau is commanded by a Bureau Chief whose primary
responsibility is to provide general management direction and control for the Administrative
Services Bureau. The Administrative Services Bureau consists of units listed in the current
organizational chart.

200.2.2 OPERATIONS BUREAU

The Operations Bureau is commanded by a Bureau Chief whose primary responsibility
is to provide general management direction and control for the Operations Bureau.
The Operations Bureau consists of units listed in the current organizational chart.

200.2.3 STAFF SERVICES BUREAU

The Staff Services Bureau is commanded by a Bureau Chief whose primary responsibility
is to provide general management direction and control for the Staff Services Bureau.
The Staff Services Bureau consists of units listed in the current organizational chart.

200.2.4 CORRECTIONS BUREAU

The Corrections Bureau is commanded by a Bureau Chief whose primary responsibility
is to provide general management, direction and control for the Corrections Bureau.
The Corrections Bureau consists of units listed in the current organizational chart.
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200.3 COMMAND PROTOCOL

When a member of the command staff (Sheriff, Undersheriff or Bureau Chief) is unavailable they
will designate a member of the agency as being responsible for the performance of their duties
in their absence. The written designation of responsibilities will denote the date and time of the
assigned duties.
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204.1 PURPOSE AND SCOPE
General Orders establish an interoffice communication that may be used by the Sheriff to make
immediate changes to policy and procedure consistent with current labor agreements.

204.1.1 GENERAL ORDER PROTOCOL

General Orders will be incorporated into the manual as required upon approval of Staff. General
Orders will modify existing policies or create a new policy as appropriate and will be rescinded
upon incorporation into the manual.

All existing General Orders have now been incorporated in the updated Policy Manual as of the
below revision date.

Any General Orders issued after publication of the manual shall be numbered consecutively
starting with the last two digits of the year, followed by the number "01" For example, 08-01 signifies
the first General Order for the year 2008.

204.2 RESPONSIBILITIES

204.2.1 STAFF
The staff shall review and approve revisions of the Policy Manual, which will incorporate changes

originally made by a General Order.

204.2.2 SHERIFF
The Sheriff shall issue all General Orders.
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Electronic Mall

212.1 PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the proper use and
application of electronic mail (e-mail) by employees of this office. E-mail is a
communication tool available to employees to enhance efficiency in the performance
of job duties and is to be used in accordance with generally accepted business
practices, Snohomish County Information Systems Communication System Usage Policy and
current law (e.g., Washington Public Disclosure Act). Messages transmitted over the e-mail
system must only be those that involve official business activities or contain information essential
to employees for the accomplishment of business-related tasks and/or communication directly
related to the business, administration, or practices o